WASTE

Reporte

Waste Reporter 2001 Software User’s Guide

Software

OVERVIEW ...oiiiiiiiiiiiiiiiiiiiiiieiiiirieiititiitacissactosassessssesassssssscsssassssassssssssssssssssmeessssssssassssnses 3
GETTING READY .oueiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiitiitiitiitietiecieciecsscssssssssssscsssssssssssssmssscssssssssonsonaes 5

Review Instructions

Obtain Multiple-Site Software serial number
Organize Your Data

Load Waste Reporter 2001

Network Warning

START USING WASTE REPORTER 2001 .....cccoutiuiiiiiiiiiniieierieiieieiereiescieseessnmmeresscsscresssscsses 7

Select Method of Data Entry
Enter Facility EPA ID Number and Site Name

Main Menu

Direct Form Entry
FORM ID ccciiiiiiiiiiiiiiiiiiiiiiiiiiintetstetsteestsesssasssssssssosssostsestsssssssssssssssssasssnssssssssssasssssssnssons 9
FORM G eiiiiiiiiiiniiieiiieiiietieiiitiiaterstotstsestsesssassssssssssssssesssssssssssssssssssstsssssssesssssnsssnsssssans 11
FORM WR Laiiiiiiiiiiiiiiiiiiiiiiiiiiiteieieistiesttesstatsssssssssssssestsessssssssssssssstsesssssssssssnsssnsssssan 13
FORM OLI ...ceiiiiiiiiiiiiiniiieiiiiiiieiieetieetiestiesttatesstosssssstsesssastssssssssssssssssssssssssssssssssrassesssnsssss 15
FORM CO AND FORM CC ...uuiiiiiiiniiiniiieiieetsestseesssssssssssscsssssssosssossssssssssssssssssssssssssssnsssssons 15
COMMENTS oiitiitiitiieiiettiatetntosstossssesssestssssssssssssssssssssssssssssssssssssssssssssssssssssssossssssssrassans 15
VALIDATING DATA ..eitiiiiiitiiitiiietitittiitttetitstttsttestsesssassssssssssssssessssstssssossssasssnsssnsssssesns 17

Summary Report

Validation

Warnings

Critical Errors

CREATE TRANSMITTAL FILE ..cuiiiiiiiiiiiiiiiiiiiiiiiiiiitiitiieiatittiatiatiaciassssesscasescsscssscsscsssnssses 19
CREATE REPORTS ..iiiiiiiiiiiiiiiiiiiiiiiiiiiiittiereieteiecaeietatiesacsesesacsssscsssssssssseasscsssssssssssssssssces 21

Print Forms

SUBMITTING YOUR RE PO RT S .uiiiiiiiiiiiiiieeeeeeeeeeeeceeeeecesceceeccecsecssesesssssssssssssssssssssssnssnses 21
Certification
Submitting Report to DTSC
Deadline

IMPORTING D AT A .ceiiiiiiiiiiiiittttettteteeeeeeeessssssseeeeessssssssssesssssssssssssesssssssssssssessssssssessssessssnne 23


Department of Toxic Substances Control
Hazardous Waste Management Program
Contact: AFR Helpline
Phone: (916) 322-2880


OVERVIEW

Waste Reporter 2001 was developed as a tool to assist organizations in fulfilling their U.S. EPA and California
regulatory reporting requirements. This application is used to enter, store and create all the reports necessary for the
EPA Biennial Reporting requirement and AFR Annual Facility Reporting requirement. The software can be used to
create printed reports and can create time saving electronic transmittal files which can be mailed with your report.
Here are some of the features offered by Waste Reporter 2001:

Waste Reporter 2001 offers three different methods to prepare the required reports:

0 Automated Method import data using Waste Manager" or EPA Flat File format
a Step-by-Step Method featuring an interview wizard for entering data
0 Manual Entry Method enter data directly onto EPA Forms

Validation of all data entered/imported for correctness and validity:

O Validate presence and authenticity of various codes

O Validate authenticity of EPA ID number prefix and algorithm
O Check weights and measures for rationality

O Prevent inadvertent omissions or duplications

Multiple-site Capabilities (with purchase of software serial number)

a Store data from multiple generation sites

O Select specific site to enter, edit or print data for

O Add, edit or delete sites as needed

0 Enables correction of EPA ID numbers and other protected fields
Create Reports

O Create a Summary Report of waste quantities for review

O Create printed reports for local files and for submission to U.S. EPA or DTSC

O Create electronic transmittal files for mailing with report to U.S.EPA or DTSC
Personalized Assistance

a Call the 2002 AFR Help Line at (916) 322-2880 for personalized assistance with using the software and

completing the required forms and the electronic transmittal file.

O See the Waste Reporter Software Tips in the 2002 AFR Supplemental Instructions.

Submitting Reports

O Refer to the 2002 AFR Supplemental Instructions for submittal instructions.
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GETTING READY
Review Instructions

It’s best to prepare by thoroughly reviewing the 2002 Annual Facility Report California Supplemental
Instructions and Forms, downloading the U.S. EPA Hazardous Waste Report Instructions and Forms, if needed
for waste classification or other more technical issues, from U.S. EPA’s web site at
www.epa.gov/epaoswer/hazwaste/data/brs01/ins-frms.pdf, and downloading the 2001 Waste Reporter Software
from Environs web site at www.environ.com/partners/California/CAWR.htm.

Obtain Multiple-Site Software serial number

If you will be completing more than one report, it is highly recommended that you contact Environmental Support
Solutions directly at (888) 846-4407 to obtain a multiple-site software serial number before prior to entering data.
They will provide a serial number to allow this functionality. If data has been entered contact Environmental
Support Solutions directly at (888) 846-4407 for assistance.

Organize Your Data

A form GM should be completed for each generated RCRA hazardous waste at the waste-generating process level
(Source code), manifest shipment level, or cumulative waste code level. Each of these levels defines how similar
hazardous wastes may be combined and reported on one Form GM. When completing a Form GM at the:

O Waste-Generating Process Level, a site may combine one or more RCRA hazardous wastes at the point where the
wastes are generated (i.e., hazardous wastes with the same Source code), including process wastes and treatment
residues.

O Manifest Shipment Level, a site may combine one or more RCRA hazardous wastes shipped off site under the same
hazardous waste manifest (i.e., hazardous wastes with one or more Source code(s) that may be aggregated and shipped
together).

O Cumulative Waste Code Level, a site may combine each distinct RCRA hazardous waste (i.c., hazardous waste
streams with the same hazardous waste code or the same group of hazardous waste codes with one or more Source
code(s)) generated across the entire site.

Warning: Do not complete a separate GM form for every single waste for every single manifest unless you cannot
reasonably group your waste using any of the methods described above.

Load Waste Reporter 2001

On computers running Windows 98 or better, insert the Waste Reporter 2001 disc into the drive. The program
should start on its own. If the program does not start shortly, press the START button, then click Run, and enter
“setup.exe”. This should start the program for you.

When you initially load the disc, the software will prompt you for a software serial number. The default software
serial number that is entered is the single-site software serial number. If you have multiple sites to manage, we
recommend you call us for the multiple-site software serial number before proceeding.

Warning: Do not load the software using the single-site software serial number if you need to obtain a
multiple site software serial number!

Network Warning: This software is designed to operate on a non-networked, independent computer. If your
computer is networked, disconnect the network and load the software on the “C” drive. If you have difficulty using
Waste Reporter 2001 on a networked computer, try using it on another computer or call the AFR Staff at (916) 322-
2880 for personalized assistance.
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START USING WASTE REPORTER 2001
Select Method of Data Entry (click to select)

Automated Method: If you utilize Waste Manager" to manage your software, or EPA Flat File format, the obvious
choice is to import your data using the Automated Method. Once you have imported your data, we recommend
using the Manual Method to view or edit your data.

Step-by-Step Method: The interview wizard is very time consuming and prompts for information not required by
the Department for 2002 AFR. We recommend this method ONLY if you have NEVER used a computer and have
NEVER done a Biennial Report or Annual Facility Report. Still, we would rather you call us for assistance with the
Manual Method and save you some time. If you choose this method, your forms will be available for
viewing/editing under the Manual Method option after you have finished the wizard.

Manual Method: We highly recommend you choose Manual Method, unless, of course, you are able to import
your data using the Automated Method. The screens resemble the forms, and you can navigate easily from section
to section, or from form to form.

Note: Be sure to click the box for “Don’t show this screen again”, or you’ll be prompted to select a method every
time you open the Waste Reporter Software.

These instructions are written specifically for the Manual Method for a single site. If you have chosen to import
your data, please see the specific instructions for Importing Data at the end of these instructions. If you require
assistance in doing so, please call the AFR Help Line at (916) 322-2880. You can follow these instructions after
you have finished importing your data.

Enter Facility EPA ID Number and Site Name

J8l% Depending on whether you are
Fle Edt Generator Tasks Environcom Help . . .
Step 1: Impnn OR Interview OR Direct Entry uSIFlg a multlple_Slte SOftware
?25 § :ﬁ:‘:‘:gglrza‘e Transmittal Files Serlal number or the default

single-site software serial
number, you may be prompted

B taman, riokotnen e to input the EPA ID number
| .
[ Direct Data Entry onto F | and Site Name. Be sure that the
rec ala ity onto Forms .
EPA ID number is your
4.2 dd Generator site ] assigned number and that it is
T 0 adid a generator, enter the and the Site Name in the : : :
m | lpa::s hglnw :rtm ;mre“;st::a :I:I:(L%NE;:‘;DFS{.LM::M. " I'llElm COI‘I‘CCt. Wlth the Slngle-Slte
fras e s e software serial number, you
esting 1-2- .
cannot edit the EPA ID number
Add General|  Closs after you click Add Generator.

— orms . .
—rem If you are using the multiple-

Finished site software serial number, this
same screen will appear when
you add a new facility. To edit
your existing facilities, click Generator on the top menu and select a generator from the drop down list.

You should see a screen like the example shown above. Make sure you click Add Generator button to continue.

The software should bring you to the Main Menu (circular menu) as shown on the next page.
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Main Menu

The following screen should appear. This is the main navigation menu for Waste Reporter Software.
Notice the Steps outlined in the upper left corner of the menu.

Select the Direct Form Entry on the right side of the circular menu, as shown in the example below.

:_&ﬂw.aste Reporter 2001 - California Edition — O] x
Fle Edit Generator Tasks Environ.com Help

Step 1: Import OR Interview OR Direct Entry
Step 2: Validate Data
Step 3: Print AND Create Transmittal Files

Import From WMS Validate Data
S7
SUB EVP
Ful @
Interview Q O Direct Rom Enry
N o~ -
o =
S §
— &
%, = g
“tyydd
Print Forms Create Transmittal Files
Direct Form Entry

The following screen should appear. The goldenrod text box in the center should identify the site EPA ID number
and Site Name that you are going to be entering data for. For multi-site users, select a different site or add a new
one from the Generator Menu.

Click the “Site ID Form” button and follow the step-by-step instructions for Form ID on the following page, and in
the 2002 AFR California Supplemental Instructions.

B i e B . SR S LY AN T ey

¥ Direct Form Entry. x|

| Direct Data Entry onto Forms ‘

You can manually enter data into the reporting forms for
TESTING 1-2-3 by pressing the butten correspending to the

form you wish to complete.
Interview v P W Entry

T'Site ID Form |

GM Forms
WR Forms
Ol Forms

Finisheq

Page 5



FORM ID

The RCRA SUBTITLE C SITE IDENTIFICATION FORM (FORM ID) screen will appear. The last box in
Section A is already checked, as a default. This is the correct option. Your EPA ID number and Site Name should
already appear.

Detailed line by line instructions are available starting on page 13 of the 2002 AFR Instructions for the FORM ID.
Finish filling out the information for the site address, including COUNTY name, from the drop down menu. This is

different than the COUNTRY name, in the section below for the mailing address. You can enter “SAME” for the
mailing address if it is the same as the site address, with the exception of the country code.

When using the drop down menu for the county or country code, click in the text box and enter the beginning letter
of the county or “U” for United States, and the drop down list should advance to the section of the list beginning
with that letter. Then click the drop down arrow to view the list. United States is several countries down on the “U”
section.

:_SﬂWaste Reporter 2001 - California Edition ~10]%x
Fle Edt Generator Tasks Environcom  Help

=15l

oo [ | e et 2 The North American Industry
Classification Systems
(NAICS) Codes may be found
at wWww.NAICS.com, or by
calling the AFR Help Line at
(916) 322-2880, and we will
walk through the drop down

United! States Environmental Protection Agency
RCRA SUBTITLE € SITE IDENTIFICATION FORM

A. Reason for Submittal:
[~ To provide inttisl nofification (to ohtain an EPA I Mumber)
[~ To provide subsecuent notification (to updste site ID information)
[~ s a component of & First RCRA Hazartous Waste Permit Application
™ As & component of & Revised RCRA, Hazardous Vaste Permit Sppiication ( Amendment # l:l)
[¥ &5 a component of the Hazardous Waste Repart

EPA ID Humber: _ . . .
e | menus with you to identify your
Site Hame: R . . .

closest industry classification.

Street Address [1001 | Strest | Y

o st [Feon 50 Remember, this is NOT your

Gl | T = SIC code. The web site listed

CountyHame:  [SACRAMENTO =] Zip Code: above has a Conversion Systern

Siteland Type:  (private " County ¢ Distict ¢ Federsl (lndian (" Municipal (' State () Cther

if you cannot find your correct

orth American A B.
vy B u | code.
i:ﬁ:(r;(umcm c. l—ﬁl D. l—ﬂl

Mailing Address [ |
of Site: | |

CityTownrvillage: | | State:

menus in the software or on the
Gountry: \ ‘ - mooses [ | o NAICS web site online system,
MH—{Q@ > i HW‘EMme‘ntl‘jM\cmm [ @GO 1239rm please start with very general

terms and categories about your

business, getting more detailed as you drop down. Remember, there are many industry types and only a few codes
to categorize them. The code you may be using may not be exact, but may be the closest choice. Remember to click
Select Code to select the full NAICS code. You can choose up to four separate codes to classify your industry, if
needed. See the example on the following page.

While using the drop down

Use the navigation scroll bar at the far right of your screen to scroll down to the bottom half of the form. If you
don’t see a navigation bar, or can’t see the “X” box at the upper right corner, modify your screen resolution via the
“Start\Settings\Control Panel\Display\Settings”. This path should be somewhat similar on your computer,
depending on which operating system you are using. Be sure to write down your current settings so that you can re-
adjust them when you’re finished using Waste Reporter. When adjusting resolution, change it to 1024x768. This
setting generally will work well.

Call the 2002 AFR Help Line at (916) 322-2880 for assistance.
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E‘:Waste Reporter 2001 - California Edition

Fle Edit Generator Tasks Erwiron.com Help

" site 1D form for TESTING 1-2-3

[¥ &5 a componert of the Hazardous Waste Report

5 [m1 3

=
£l

EPAID Humber: (CADOOO000000

Site Hame: ‘TEST\NG 1-23

Street Address [1001 | Street

CEITH [Room 11-530

CityTownnvillage: [Sacramerto |

SACRAMENTO

| sate

County Hame:

Click on the + boxes to drill down until you locate the appropriate HAICS Code.

291 -R diation S

Mailing Address
of Site:

Site Land Type: " Private (1 561 - Administrative and Support Services
- E--562 - Waste Management and Remediation Services
::,m:“:;“m““ A [ i F--5621 - Waste Collection
Classification = i 5622 - Waste Treatment and Disposal
gﬁ‘;’;‘)("“'cs’ [ E- 5629 - Remediation and Other Waste Managerment £

{56298 - All Other Waste Management Services

=

[ R — (-Surp—

{J |
56202 Select Code Cancel

City/TownnVillage:
Contact First Hame:

Country:

»

The page by page navigations buttons should appear at the top of the form. Remember to complete all three pages
of the Form ID, and to save each page as you navigate through the form. See the example below.

Scroll back to the top of the form using the navigation scroll bar at the far right of the screen, and click the “Save”
button. Then click on the “Page 2 tab to move to the next page.

E":Waste Reporter 2001 - California Edition
File Edit Generator Tasks Enwiron.com Help

(¥ site ID form for TESTING 1-2-3

| | Save Exit

10. Type of regulated Waste Activity (Select the appropriate boxes. Instructions on pages 13, 14,15 & 16.

A. Hazardous Waste Activities

1. Generator of Hazardous Waste For items 2 through 6, check all that apply:

@ a LG Grestsrthan 1000 kying of 2. Transporter of Hazardous Waste

non-acute hazardous waste [Hi3. Treater, Storer, or Disposer af Hazardous Waste)
b SGG 10013 1000 kyimo of non-acuts

hazardaus waste 4. Recycler ot Hazardous Waste (3t your ste)
£ ¢ CESQG: Less than 100 kyimo of 5. Exempt Boiler and/or Nolustrial Furnace

non-acite razardous waste & Small Quartity Gn-Site Burner Exemption

Use the navigation scroll bar to move through the form, and complete required fields as per the 2002 AFR

Supplemental Instructions.

13. Certification (see instructions on page 17)
Erter one or more names of individuals authorized to cedity the data submitted on the attached forms

(Pre=s the 'ADD' button to insert a line for entry. To deleted

an entry, highlight it and press the ‘DELETE' button.) Add Delete
First Name Ml Last Name Title Certify Date
Jennifer Gottiried In

il start

J & H €5 waste Reporter ... B|Cocuments - Micro...

[EH@SHHEMT 1243 =

At the bottom of Page 3 of the
form, click the “Add” button
before entering the certification
information. The available field
will turn blue. Enter the first,
middle initial and last name of
the certifier. The Middle Initial
field automatically tabs over, so
be sure you’re not entering the
last name in the Title field.
Leave the date field blank.

Scroll back to the top and click “Save” again, and then click “Exit”. This will exit the Form ID and take you back to
the Forms Menu so you can continue to complete your report. Click “GM Forms” (not required if no waste was

generated).
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FORM GM

Begin by clicking the “Add New Waste” button. The upper left text box of the Form GM displays a list of all of the
Form GMs you have created, listed by description.

When entering the description,

:_EEWaste Reporter 2001 - California Edition — O] x
Fle Edit Generator Tasks Ervironcom Help make sure that the default text
TP v o) for TESTING 128 el “Enter Waste Description Here”
Step 3: Print AND Create Select Vaste Stream from List Below : . . .
{ o i iz AddNew | Clone This | Remove 18 hlghllghted’
Mdhvancer ‘Waste ‘Waste Waste
Search
Save Exit .
= Note: If the software will not
Sent R o | - allow you to enter data into the
22) - PR .
B. EPA Hazardaus Wasts Codes (Page 22) C: State Hazardous Waste Codes (Page 22) descrlptlon ﬁeld’ Cth the
2 add a code, s e To add 3 code, enter code in the box and press Add Code.
o d:reta‘h:ghhgh: :‘mE\F::gn: anddp:esi e L J= iielete Highlight  n the grd and press Remove Code mouse up on the “Select Waste
Add Code | [D00Z Do07 = Add Code = . ),
—— — m Stream from List Below” drop
- State Code Lookup :
D. Source Code (Page 22) E. Form Code F. RCRA . Quantity Generated in H. UOmM down llst at the top Of the form’
= |z| (Page 23) R.BHIEEGWE 2001 (Pace 23) (P 23) ] d th 1 . k . . th
Mixed (P 23) S— an €n Click again 1n the
o o Code a5 e O ik [ sa descrlptlon text box. This
Sec.2 |Was any of this waste managed on ste? (pags 24 ™ ves (Continue to add On.Site Process Systems)
P o (Sipiosenion should enable the software to
1 you checked "YES' above, enter the on-ste management method and quartty. You may add addional methods as nesdsd
according to the instructions on page 25. T — Quantiy = accept your entry‘
(Pr the '&00" button t
nsenaine o ermry 7o Add__|
delete an ertry, kighlight it Delete . .
e — - - If you are entering a form with

similar waste and codes as a
previously entered waste, select
the previously entered waste and then click the “Clone Waste Stream” button. This will create a copy of the
selected Form GM with some data already entered.

Click “Add Code” to add an EPA Hazardous Waste Code or State Hazardous Waste Code, if required from the
2002 AFR Supplemental Instructions. Enter the Source Code and Form Code from the list in the 2002 AFR
Supplemental Instructions. Enter the amount GENERATED. This may differ from the amount manifested, if
some of the waste manifested was generated in 2001. Enter the UOM and density according to the 2002 AFR
Supplemental Instructions.

Scroll down to the bottom half of the page using the navigation scroll bar at the far right side of the screen. The
bottom half is less confusing if you are looking at the entire bottom half.

If waste was managed on-site, click the “Yes” button and the “Add” button to enable the fields in that section. Enter
the Method Code from the 2002 AFR Supplemental Instructions and the quantity managed on-site.

For waste shipped off-site, click the “Yes” button and the “Add” button to enable the fields in that section. Enter
the EPA ID number of the off-site handler (make sure it is the correct number), the Method Code from the 2002
AFR Supplemental Instructions, and the quantity shipped off-site. Remember, this may differ from the amount
manifested, if some of the waste manifested was generated in 2001

Scroll back to the top of the Form GM and click “Save”, and then click “Exit” to exit the GM Form and return to
the Forms Menu. From the Forms Menu, click “WR Forms” for reporting waste received.
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FORM WR

When entering the description, make sure that the previous text “Enter Waste Description Here” is highlighted.

Note: If the software will not allow you to enter data into the description field, click the mouse up on the “Select
Waste Stream from List Below” drop down list at the top of the form, and then click again in the description text
box. This should enable the software to accept your entry.

EWaste Reporter 2001 - California Edition

Fle Edt Generator Tasks Environcom Help

Step 1: Import OR Interview OR Direct Entry
Step 2: Validate Data
Step 3: Print AND Create Transmittal Files

EWR Form(s) for TESTING 1-2-3

Select Waste Stream from List Below:

Add New | Clone This Femove

=1o] %]

T~ Wiaste Waste Wiaste
S h
care Save Exit

Wiaste

Description (Pags
LY =

£ Waste Reelly Yucky Hazardous Waste -

-

B. EP4 Hazardous Waste Codes (Page 28)

DO01 To add a code, select EPAsode and press Add Code o
To delete, highlight i in the grid and press Remowe Code.

C. State Hazardous Waste Cades (Page 28)
To add a code, enter code in the box and press Add Code.
Ta delate, highlight ft in the grid and press Remowe Code.

Add Code Doo1

Ri Cog

- Add Code 101 -
Remove Coy
e State Code Lookup =

0. Off-Site: Handler EPA, 1D Number (Pane 28]

(CADZ222222020

E. Quartity Received in 2001

Page 28
= 200000000 Densy
= ¥ bswal [ sy

F.LIOM (Pg 28)

G, Form Code (Page 290

States Requiring
oo [v ] SRS

H. RCRA Radioactive Mixed (Page 291

I. Management Method Code (Page 29)

Oves o~

H124
H129
H131
H132
H134

Comments:

IF

[Phase separation -
(Other treatment (specify In comments)

ILand treatment or application (to include on-ste trestment anc/or stabiliz
ILandfil or surface impoundmert that will be closed as landfill (to include
[Depwel or undsraround injsction (with or without treatment)

Iischerge to sewerPOTW ar NPDES (yvith pric storage - with o vithou|_|
St a, andior transfer off ste - natreatment i ~ |

~[o]x

If you are entering a form with
similar waste and codes as a
previously entered waste, select
the previously entered waste
and then click the “Clone Waste
Stream” button. This will create
a copy of the selected Form
WR with some data already
entered.

Click “Add Code” to add an
EPA Hazardous Waste Code or
State Hazardous Waste Code
listed in the 2002 AFR
Supplemental Instructions.
Enter the Off-site Handler EPA
ID number. Make sure that this
1s the correct number for the
handler.

Enter amount received. Enter the UOM and the Form Codes and Management Method Codes from the 2002 AFR
Supplemental Instructions. Use the drop down boxes to enter the codes when available.

Click “Save” after entering each Form WR. Click “Exit” to exit the Form WR and return to the Forms Menu. Click
“Ol Forms” to enter off-site facility information.
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FORM O1

=7 waste Reporter 2001 - California Edition -1olx DTSC requests that you
Fle Edit Generator Tasks Environ.com  Help 1 h OI f d
Step 1 Import OR Interview OR Direct Entry Comp ete t € Orm an
Ston 3 Print AND Create Transmita Fios include every off-site EPA ID
number you have entered on
x| your GM and WR forms.
Select Generator, Transparter or TSDR from List Below . Double CheCk each EPA ID
T N - | vane|  Remoe ;
e ACINEEe | _curent site number against your records.
Search F
4
o TA EPa Ilr)‘Nn o Ot site Installation o B Hame of O1f-Sit Installation or Transporter The drOp dOWn text bOX Wlll
[ o ] | leenen ! display all of the facilities you
C. Handler Type (Check all thet apply) D. Address of off-site installstion .
Qs St 125 Ay Svod | have entered. To edit a
Transporter . R
Bl rsosracts 2 fore o | st [on o] previously entered facility,
i ¥
— select the name from the drop
| B down text box and edit data as
necessary.

Click Save after entering each Form OI. Click Exit Form OI and return to the Forms Menu.

FORMS CO AND CC

Waste Reporter 2001 does not have the capability of creating these forms. Please complete them manually and
include them with your report.

Click “Finished” at the bottom of the Forms Menu to return to the Main Menu. You can return to the Forms Menu
at any time to continue entering data or editing existing data.

Banmn i e e . BASTLEES o Bl P

¥ Direct Form Entry x|

| Direct Data Entry onto Forms |

You can manually enter data into the reperting forms for
TESTING 1-23 by pressing the butten cerrespending to the

form you wish to complete.
Interview v P m Entry

Site ID Form
GM Forms

WR Forms
Ol Forms

COMMENTS

Comments are required in the comments section for G9, G19, G39, and G49 Source Codes, and to clarify or
continue other entries, including additional Waste Codes. For each comment, reference the section number and box
letter of the entry that is being commented, or note the Source Code (for source code clarification). (E.g., “Sec. 1,
Box B, continued: DO11: From production processes”, or “G9: From production processes”).
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VALIDATING DATA
Summary Report

Print a summary report from the Validation Menu. From the Main Menu (circular menu), click on Validate Data.
Select the option for Summary Report. Print and review the report carefully against your records to ensure that the
quantities are correct. The software may inadvertently add a zero to some of your quantities or some forms may not
have been saved properly.

Validation

After you have finished entering all of your data and verified the quantities are correct, you will need to validate
your data. From the Main Menu (circular menu), click on Validate Data.

:_SﬂWaste Reporter 2001 - California Edition =lolx

Fle Edt Generator Tasks Enwiron.com Help

Step 1: Import OR Interview OR Direct Entry

St 3 Prin AND Create Transmta s The validation process will take
a few moments. For very large
reports the process may take

Import From WMS Validate Data longer.
¢ SUBSZAy,,
&L | =
Interview Q ! Direct Form Entry

Warnings

It is likely that you receive warnings or critical error messages. If you have, please follow the instructions below. If
you have validated your data successfully with no warnings, you may skip the warnings instructions and continue
to the instructions for creating your reports.

SUBS 74, If you have more than a few
-\() 1 C3¢_ . .
warnings, or are having

difficulty solving the warning

The validation system has issued warnings regarding some data entries for TESTING 1-2-3

B e T T e SIS issues, print the list for easy
e | viewing and call the AFR Help
- - Line at (916) 322-2880 for
“CryyddY assistance.

Generally, warnings are simple reminders to check to make sure that you entered a comment, etc. They may not
necessarily state that you failed to do something, only that you possibly may not have. The software is limited in its
viewing of some of the data

e — R — fields (e.g., comments section
"L or validating California EPA ID
T [ror [ P S R e B number prefixes). After you
OM  [Psge 1 | et st n st s rsed carefully check each warning
D S I Pt e N el and have corrected the errors,
Waming R (R [ e e e oo you must successfully validate
T e s A your data before you can create
e your reports.
Print Cancel
PRGN |
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Critical Errors

If you have received critical error warnings, you can not proceed. You must solve the errors and successfully
validate your data before creating your reports.

If you have received more than a few critical error warnings, or are having difficulty solving the critical errors, print
the list out for easy viewing and call the AFR Help Line at (916) 322-2880 for assistance.

:_EEWaste Reporter 2001 - California Edition ;Igli

Fle Edt Generator Tasks Enwiron.com Help

Step 1: Import OR Interview OR Direct Entry
Step 2: Validate Data
Step 3: Print AND Create Transmittal Files

(" nata valiciation sell
T s
g‘: Data Validation Issues il
| Severity ‘ Form | Location Description of Validation Issue ‘A
A source code of GOB, 619, 638 or (343 has been
GM Page 1 entered. Make sure that an explanation is entered in
Interviey — \iaste stream has dupicate EPA Waste Codes. Al Entry
Critical GW [Page1 reported waste codes must be unigue
N Site shoves one or more quarties as ‘Shipped O1f
Critical G Fage 1 Site’ and the check box does not indicate any off-site
A0 EPA ID number (CAD111111111) that wes ertered
arning GM Page 1 for an Off-Stte shipmert is not completely walid. The L
The EPA. ID number that was entered for this Off-Ste
arning iR (R 1 hancler ks not completely valid. The numeric partion of -
Print Cancel

- !

Read the warnings carefully. Review the data carefully. Troubleshoot the errors by deleting the specific data in
question (such as a transporter EPA ID number or several waste codes) and re-entering the data. The data may
appear correct, but may have not been stored properly by the software.

Common critical errors are invalid EPA ID numbers, duplicate waste codes, and unit of measurement errors.

You must solve all of the critical errors and successfully validate your data before you can create your reports.

If you have accessed any of the forms in Waste Reporter, you must re-validate your data before you can create your
reports.
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CREATE TRANSMITTAL FILE

From the Main Menu (circular menu) select Create Transmittal File. The wizard will guide you through creating the

Import From WS Validate Data

L wWR-2001 Export Wizard x|

This wizard will allow you to create a transmittal file which can be sent

to the required State or Regional EPA office. You can choose one of

two formats depending on the program software that your State or

Regional office uses. Select the format you wish to export and
Intervis continue the process by pressing the 'Next' button.

Check Requirement for Your §

& Format for Facility Aggregation and Reporting System (FARS)
" Format for Biennial Reporting System (BRSstate)

Mote: A Signed Site ldertification Form must be sent even though electronic transmission is used

< Barck Mext > Finish

electronic transmittal file of the
forms entered into Waste
Reporter.

DO NOT EMAIL THE
TRANSMITTAL FILE.

The diskette must be mailed with
your completed report.

Select the Format for Facility Aggregation and Reporting System (FARS). Follow the wizard by clicking the

Next button at the bottom of the page.

3 waste Reporter 2001 - California Edition
File Edit Generator Tasks Environ.com Help

Step 1: Import OR Interview OR Direct Entry.
Step 2: Validate Data
Step 3: Print AND Create Transmittal Files

Import From WMS Validate Data
x|

You must select a location in which to save your transmittal files. This
may be either a floppy disk drive or a hard disk er a netwerk disk. If
you choose a hard disk or hetwork disk, you must alss cheose a
destination folder. Select the drive from the drop-down list below.

Intervie

Setect Disk Orive: [l =]

Cancel < Back | Medd > Finiish

=I8l= " The wizard will prompt you to
select a drive to create the
transmittal file. Select “A:” and
insert a diskette into your A:
drive. The transmittal file that is
created is a zipped file, so even
very large facilities should be able
to create their transmittal files on
a diskette.

Continue the process by clicking the “Finish” button. The process takes a moment, and may take significantly
longer for very large facilities. You should receive a yellow smiley face when the file has been completed

successfully (displayed momentarily).

¥ WR-2001 Export Wizard x|

To complete the process of creating transmittal files to be sentte a
State or Reaional office that uses the FARS proaram. nress the
‘Finis EiTd¢=

Intervi¢ |STUF {ntry

e
Yourtransmittal files have been successfully created

Cancel < Back Next> | Finish__|
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CREATE REPORTS
Print Forms

Return to the Main Menu (circular menu) and select “Print Forms”. After you have validated your data successfully
and created an electronic transmittal file on a diskette, you will need to print a hard copy of your entire report to
submit to DTSC. Remember, the Waste Reporter printouts will be missing the Form CO and Form CC. These
forms must be completed manually and included with your final report.

You should a screen similar to the one below. It is recommended that you print to a laser printer. If you must print
to a bubble jet printer, adjust the resolution on the printer to the highest setting, and the report should print properly.

EWaste Reporter 2001 - California Edition 0] x
Fle Edit Generator Tasks Erviron.com Help

Step 1: Import OR Interview OR Direct Entry
Step 2: Validate Data
Step 3: Print AND Create Transmittal Files

E
| Print Required EPA Forms |

You can print the required EPA reporting forms for TESTING
1-2-3 by pressing the 'Print Now' button. Check the 'Printer
Ceontrol' box to print selected forms or to change printers.

Interview n Entry

™ Printer Control

8
Print Now

SUBMITTING YOUR REPORTS
Certification

Have the entire report (including Form CO and CC) reviewed and certified by a manager employed by the facility.
The manager must certify the report on the bottom of page 3 of FORM.

Consultants who are completing the report for a facility are not authorized to certify on behalf of the facility.
Forward the entire report to the facility for certification.

Submitting Report to DTSC
Follow the detailed instructions in the 2002 AFR Supplemental Instructions for submittal instructions, cover sheet,
diskette mailer and return mailing label for your facility. Please include the cover sheet and diskette mailer

provided with the 2002 AFR Supplemental Instructions.

Y ou must use the return mailing label included with the 2002 AFR Supplemental Instructions, or include the
mailing label (with tracking information) with your report submittal, and mail to the address displayed on the label.

Do not use excessive tape or packaging materials on your diskette. Opening such packaging material can cause
damage to the diskette.

Deadline

Your report must be postmarked by March 1, 2003. No need to Fed Ex or Express Mail your report.
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IMPORTING DATA

If using the Automatic Import Method, you will see a screen that looks like this. Follow the wizard until you have
completed the import process.

:_aﬂwaste Reporter 2001 - California Edition O] x
Fle Edit Generator Tasks Environ.com Help

Step 1: Import OR Interview OR Direct Entry
Step 2: Validate Data
Step 3: Print AND Create Transmittal Files

Inpart From WS Validate Data
ﬂ

This wizard will allow you to import data inte Waste Reporter 2001
from various sources. Select the type of data you wish to import and
centinue the process by pressing the 'Next' button.

" From Waste Manager Desktop Versions 2.xx or earlier
" From YWaste Manager Enterprise Version Data Extract
= From Data Formatted in the EPA Flat File Format:

£~ GM, WR or Ol Data ONLY into Existing Generator Site '

Cancal <Beck | MNedt> | Finish |
ENVIRGN ...
B start||| & & B 5 ||[¥ waste Reporter ... BT|Documentl - Mcro.. AHSHHEMED 1230

Only Waste Manager files or EPA Flat File formatted files may be imported into Waste Reporter.
No other formats may be imported.

Call the AFR Help Line at (916) 322-2880 for assistance with importing data into Waste Reporter or converting
files to meet EPA Flat File specifications. See the 2002 AFR Supplemental Instructions for obtaining the current
EPA Flat File specifications.

Once you have successfully imported your files, select the Manual Method access the data in Waste Reporter.

Refer to the instructions contained in this User Guide for accessing and editing your reports, validating your data,
creating the transmittal file, printing your reports, and submitting your report to DTSC.
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